INDUCTION CHECK-LIST
EY PRACTITIONER at HUMMINGBIRDS
To be kept in personal file with copies of all relevant personal documents referred to below
Induction is on-going – priority is given all issues related to security, safety and safeguarding
	Name: Sarah Ball

	Start Date:   starts role 1st September 2021
Induction start July 2021

	Manager:  Janet Miller

	

	Welcome and introduction, tour of setting
	Notes:
19th July 2021
Met some staff already, meet rest before we open Sept 6th 




	Paper work- hours of work
pay/bank details to give to treasurer
sickness


	See contract
Hours 8.30 – 3.30 term time only


	DBS Enhanced check process
Currents DBS with Garstang Pre- school Jan 2021
	New application date: 19 July 2021
By J.Miller
Cert received on: 27 7 2021
Number: 001743778088 up date service yes


	Identification checked


	Copies taken and filed:
June 2021

	Qualifications


	Copies of Child care cert 
and GCSE PFA and safeguarding level 1 and 2filed 
plus additional courses filed 2021

	References
	We sought and received one from last employer.
Filed in personal file


	Emergency contact details.
	We will ask you to complete form





	Medical - personal
Does new practitioner have any medical issues/allergies/conditions/medicines (see policy)
	We will ask you to complete form and sign for permission to administer emergency first aid

	Duties and Responsibilities – Further Explanation of Job Description/dress code.


	Practitioner full time
Deputy manager (see details separate)
Forest school lead
Key person and back-up key person
Health and safety Inc Fire Officer/Food Hygiene lead/First Aid kit

	Emergency Evacuation Procedure & 
Emergency Exits.

	Walk through building 19th July 2021
You will take role Fire Officer as Deputy
Training complete:

	Accident & Incident Procedures
First aid kits      
PPE
Medical care plans child
Medicines book
Accidents/injury record
Near miss record
	 

	Use, 
Storage & Administration of 
Medication (see policies)


	

	Medical plans – individual needs at Hummingbirds
	Currently severe brazil nut allergy: insulin pen on site – Jext pen training needed (we will have a trainer pen and need training for insurance) child need sto take it home as only have one at moment

	
	



	POLICIES & PROCEDURES to READ and SIGN 

	Hummingbirds Policies and Procedures ** read red first

	1.0 Child Protection
	   Date/signature : queries arising?

	· 1.1 Children’s rights and entitlements
	· 

	· 1.2 Safeguarding Children and Child Protection
	· 

	· 1.3 Looked After Children
	· 

	· 1.4 Uncollected Child
	· 

	· 1.5 Missing Child
	· 

	· 1.6 Use of Mobile Phones and Cameras and Social Networking Sites
	· 

	2.0 Suitable people

	· 2.1 Employment
	· 

	· 2.2 Student Placements
	· 

	3.0 Staff Qualifications, Training, Support and Skills

	· 3.1 Induction of Staff Volunteers and Managers
	· 

	· 3.2 First Aid
	· 

	4.0 Key Person

	· 4.1 The Role of the Key Person and Settling In
	· 

	5.0 Staff : Child Ratios

	· 5.1 Staffing
	· 

	6.0 Health

	· 6.1 Administering Medicines
	· 

	· 6.2 Managing Children who are Sick, Infectious or with Allergies
	· 

	· 6.3 Recording and Reporting of Accidents and Incidents
	· 

	· 6.4 Nappy Changing
	· 

	· 6.5 Food and Drink
	· 

	· 6.6 Food Hygiene
	· 

	· 6.7 Basic Kitchen Opening and Closing Checks
	· 

	7.0 Managing Behaviour

	· 7.1 Achieving Positive Behaviour
	· 

	8.0 Safety and suitability of premises, environment and equipment

	· 8.1 Health and Safety General Standards
	· 

	· 8.2 Maintaining Children’s Safety and Security on Premises
	· 

	· 8.3 Supervision of Children on Outings and Visits
	· 

	· 8.4 Risk Assessment
	· 

	· 8.5 Fire Safety and Emergency Evacuation
	· 

	· 8.6 Animals in the Setting
	· 

	· 8.7 No Smoking
	· 

	· 8.8 Health and Safety Risk Assessment Template
	· 

	· 8.9 Fire Safety Risk Assessment Template
	· 

	9.0 Equal Opportunities

	· 9.1 Valuing Diversity and Promoting Equality
	· 

	· 9.2 Supporting Children with Special Educational Needs
	· We have currently no known children with SEN D wave 3

	10.0 Information and records

	· 10.1 Early Years Prospectus
	· 

	· 10.2 Admissions
	· 

	· 10.3 Application to Join
	· 

	· 10.4 Registration Form
	· 

	· 10.5 Parental Involvement
	· 

	· 10.6 Children’s Records
	· 

	· 10.7 Provider’s Records
	· 

	· 10.8 Transfer of Records to School
	· 

	· 10.9 Confidentiality and Client Access to Records
	· 

	· 10.10 Information Sharing
	· 

	· 10.11 Working in Partnership with Other Agencies
	· 

	· 10.12 Making a Complaint
	· 

	STATUTORY TRAINING DETAILS 

First Aid   last:       Jan 2021                  due date: jan 2024
(every 3 years)

Level 1 safeguarding last:  Dec 2019    due date: Dec 2022
(every 3 years)

Level 2 safeguarding last: July 2021 due date: July 2023
(every 2 years)

	

	OTHER training relevant to responsibilities:
                         
Date complete/due:
Fire safety:

Food Hygiene:  asap
Allergens training: asap

Health and safety:   July 2021
Health and safety Officer 2021

Prevent:  July 2021

Any inductee training requests:


	Health and Safety Officer responsibility from 1 sept 2021

	Supervision details:
	On-going conversation with manager/full time practitioner. Supervision meeting/notes very half term
First due Oct half term 2021

	Meetings

	As team works together daily informal meetings are usually before after sessions/ discussing any issues arising/planning as we go.
More formal meetings planned as necessary

	KEY PERSON role 
Key children role at Hummingbirds
Discussing key children you will take over
(see policy)


	

	Learning journals at Hummingbirds




	

	Early years Framework 2021
To be read


	

	Development Matters and Birth to 5 Matters 
As a support document



	

	COVID risk assessment
	




I hereby confirm that the above items have been discussed during the induction process. 
The first supervision  meeting is due Oct haf term 2021 _______________
Practitioner signature and date:

Manager signature and date: 

